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»1e
Introduction

There is en incressing need ¢o provide ihe user of thel | STAT
System with sufflcient informetion on tha [ ltapes to essist STAT

him in determining whether or ant he needs the full raport.

aipee the titles of intelligence reporte ere often generel, vague,
or incomplets, clarification or © letion of the title is importent.
In sslscting documents from an tape, speciflcity in the
title is adventagecus to the regoprchey. Thig may mean expuniing titles STAT
to inciude nemes of people, groups, or organizations, model mmbers, places,
and detes. Waen & title expansion 1e not adsguate to provide & clue to the
docunent content, an abatract 1 neccssary. Both the title expension and
the gbatrach indicete the concapts indexod according to the Intelligence
Bubject Code. Neither the title expansion nor the abetract 18 E'x% to
be tautamount Lo the report itself.

The objective of this Guide is to standardize the preparvetion of
abstracts and title expansions on cerds. Document analyste will S
follow the title expmaion/abstract Tules end criteria outlined in this TAT

Guide.
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' vy, The Abstrect

Ao

Dafinltion

An sbatract 1s & swmexy desigoed to gulde the ressarcher in
determining the content of the document. It should Pulfill the
following requirexents when appliceble:

1} be a clear, concise » orderly etatement containing all the essential
information of the original report;

2) Z2Zollow the elements found in news reporéing; who, whit, where,
why and when;

3} reflect and explain the codes selsctsd for indexing in sccordance with
the Intelligence SBubject Cots (do not merely rspeat the phraseclogy
from the code book but show instesd how each code spplies to &
perticular document;

h) indlcate the monner of treatment using terms as defined below:

Analysis - espavetes information into its compomant parts and
reletes them to the whole. The reporting office may
draw conclusions, but they are not considered evaluated.
This term is used with rav imformation reports.

Bvaluction -~ wsed only to deecribe Finished and Basic Intelligence.
Tois term should not be used to descride & raw information
report.

Finished Intelligence - documents on & foreign ares produced
_a) evalunting components of intelligence nsanciesb STAT
[ b) Componsnts of other STAT
goveroment sgencies end private contractors which have
suthoratative competance in the sudbject field.

Bagle Intelli - factval intelligence which results from the
collation of encyclopedic information of & mors or lsas
parmanent mature and genersal intserest uhich, ss a result
of svaluetion and interyretation, is detexmined to bs
ths best aveilsble. It is Finished Intelligence.

Description - informetion which gives & mental plcture or explanation
(i.0., techaicel charscteristics of equipnent;, composition -
and function of orgsuizations, layout of installstions).

Study - Dzgic and Finiched intelligence reports which provids
eomprehensive information. .

Suyvey - See study

Fd-R QuFoFulCal-Ael, Uolof O-NeL-Y
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5) deseribe the depree of treatwent weing terms as defined belows

Briaf - shovt, conciss, coumplete
Pragnentary - dlscomnacted, incomplate
Totoiled - eoumerution of minute peruiculsrs

LA TS

Typaue of Ahatrects:

Astrects sxre of wo typas:

1) descriptive, which tells whnt the Gocument ia about (o table of
coutents type of ebsivact falls im this cmtegory). If & table of
contents iz provided with the docuweent, and 1% is not too geveyal ,
i% way be used ip en whstrack,

2} snformetive, which reprodices objectiveiy in sumwarized form specific
dsta, cwuses and effects, reswlts and comclusioes, or recoumendations
given in the original document. c

t¥hen the entire document consists of a single sentence, 1t is advisable
o use It vervatism as an informative sbatract with the following
intyeductory phrase: document in ite entireby states $HEt cccceo.
Irenemittal $ype information is an exception to this procedurs.

Style and Punotistion

Lo An sbatract must coutein couplete sentences with proper punctustion.
fiven in & table of comtents typs of abstract en appropriate introductory
paress should bo wsed. A useful procedurs is to sslect the kay words and
sentoncel{s) Peon the origival document and insert the few additiconsl
comectione ngedsd for elarity. Many technicsl and sclentific raports
are sceompenied by sbetrects vhich may be used in Mull or in part as
spuce purmite 1Y they ave good. .

Tu writieg, kesp in mind the following gensrsl guidanoe on
atyle. An sbebract shomld:

2) fecilitede repid reading

B) convey the ezect wmesning

cj show restredat (no eregmerstions);

1) be objective (regort weat had happened, whet has been coservad);
2) be clear for future reference. '

Alveys try to use the active voice (i.e., The emalyst wrote the

Astract instead of the abstract wes wveitien by the enalyst). Cepitalization
abovld present po problem as all worde are typed in uppsr case.
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2. Punctumtion

The fellowing comments on pusctuation are offered hecause of thely
tmportance @ this type of writing. '

©) The colon is especially useful in sumsarising information. It may
be employed following a statement which promises information to
geparate the promise from the sctual summary.

b} The comma should be used before “and”, “or", and "nor® connecting the
last two links in a aequence of three or more. The comma 1s preferable
to the dssh.

¢} The semicolon is used to separate elemsnts in sequence which have
COmRas Wiwiik the elemsnis. The semicolon is used in preference to

slashes .

Fosltion snd length

An sbstract will always follow the bibliographic entry (the
bibliographic entry is all the informatlon which identifies s document). STAT
It will not be persgrephed. Its length is dependent upon the amount of
"Pixed” information (that informetion which 1s alweys included in the
bibliographic entry, when it is availeble) required for the[ |
card. A minioum of 7 lines is necessery for the bibliographic entry.
the abgtrasct, then may be as long az 23 lines or, st 5 wvords per line
115 words. A chorter abstrect must be written when the following
aiditionsl information is awsilable: enclosure notation, multiple
gource entry, date of information, and gource evaluation.

Abbreviations

Abbreviations may be used if their meening is clear. This applies to
individual words as well as dates, names of countries, established
crganizationa, companies, or political parties. In genersl, the
document analyst should use few rather than many sbbrevistions. ¥hen
there is any doubt as to clerity, it is better to write the terms in full.
Apy sbbrevistion used should be clear for future as well as present reference,
Webster's Hew Internstional Dictionary of the English Language, 2nd edition
skould be used as a gulde in determining abbreviations. ,

Unusuel abbreviations occuring within the title should be expanded
within the title rather than at the end.

Some of the abbrevietions sppesring in the Document Division »
Analysls Brench, Source Authority File for use in bibliogravhic citations may
be confusing when ugsed in en sbstrect (i.e., for. for forelgn; off. for
office). rherexore, these abbrevistions should not be used in abatract
writing.

PeRe Q-PP-T-CeloA-L UGl O-H-L-Y
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The folloving axre repvesenthiive of individunl word abbreviations

widoh mey be veed in absiyacis.

APld Alrfiagld Intevroatl Internntional
& Apnd B Militaxry
B Board Min Ministry
Consty Congtruction it Plant
Bai Daflanse Fean Program
Beon Beonomie Recd Received
Info Information Rpt Repoxt
Tudedl Intelligence Yalv University
The Tolloving are oxamples of abbreviations of estwblished

orgrnizatlons

ERAYOM SEATO

KX b)) 1]

HATO UBIs

Qag T WY

OEKC
For additionsl shiweviatione of established organizations, copsult

thee

Document Divisiocn, sueiysis Branch Abbreviation File.

Damples of report typeu, the coding of which must be amplified by
axn shotract.

1%
1)

Y
2}

32

5)

Mamps of Conversebion and interviews. Abstract will note name and
position of paveopalities and topice dlacussed.

Opiniong, ettitudes, comments and policles of indlvidwale, political
parties, guvarmmenttc, EYOUDRS, O REWAPRPETS. Abstract will note
neme of peveon, puariy, EPOED; HOVETINeNt, Or NeWSDApeY and show
thair policies, commente, pmsﬁ,tmma or resctions 10 & particuley
sitantion or avent.

Ares, comeodity, industry, twanvportetion end commsnication oiudy
o survey. Abstract will clerify production date; trade, pricss,
atocks, monpower, ete. for industry end commodity reports. A
tnble of contents type sbatract ie probably mosl suitabie for the
aYen, wansporation, . and ccammuvications study.

Toxte of speeches, siatonsnts apd treaties. Abstract will indlicate
vhose speech, statement and treaty, vhem and vhere nmede as well &8
'ém:;fu

Bumaries of conditions, outlooks, situation yeports of an cconomic
politicel, military,or socinl natuie. A table of comients type
abstroct will be necessary Lo indicate all the ltems discussed and
coded. For & short yeport, & descripbive absirect is preferable,
if space permlts.

Appro&;@fﬁr g”?,g@&gggﬂgﬂy HRDRAEH 14 39A000200020004-6



-

e

8}

T

Approved Fér-Rel€ade-80040-0/a1 -ICI AHRBR80BAI-139A000200Q29004-6

aho

Trip reports (this does not imclude Travel Folder). Abetract
will show aree covered and observatione of reporting officer.

Research and development activitiss. (overell or individual)
Abstrzet will sbow where activity is teking place, what is being
developad, and status of progress.

Composition and organization of perties, groups, goverruents »
instdtutes,or industrial plonts. Abstrect will note neme of party,
group, government, instiimte, or plesat; location, structuve,
progrem, policy, or any pertinent sctivity.

Interrogation reporiz. Abstract will pote sll the codable
alements seen or heard by the interrogstee.

Untitled reports. The procedure for a report with no title will
be to prepare an ebstract. The typist will indicate "mo title"
on the title line.

Pocomenty vhich ave never abesirected.

STAT

Ebatreeta on CIA 35.2 formo

The Procedure Por & CIA forv 35-2 which requires an abstract will

bz to indicate the title on the title line and write the abetract under
it. Kark "sbstvact” on the CIA form 35<2 so the typist will recognive it
86 such and type 1t in the proper position for the| Jomrde STAT
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The following sample should be used to determine the maximum length of an

abstract. The numbers in the left margin indicate the number of lines
svailabls for bibliographic entry. The alphabetic designations indicate the
position and elemsnis of the bibliocgrephic entry.
« docusent contiol Each card contains 30
a 2@%@1‘ . usable lirzees, as noted on
. urce & report sxapple. Eatimats the
5 ;rmbemgyﬂ;g:m~ 7 number of lines needed
_3- . _ - Yor the bibliographic
Do dete of docvsmsot entry of each individusl
E. document title docusents. unis indicsted
P. 3ats of inforantion how meny lines are avail-
G. source evalustion abls 'ﬁ,ff the sbstract.
:ﬁe number of pages w "timting 5 m‘a
K. gecurity elasei- for esch line, Jjudge the
Pieation Baxiaumn ¥
J. anelnswa notation ah mthmtﬁ of the
K. pumber of copies rract.
L. batch nusber
H. date card was ¢
H. maltinle source
_entry
O WChatract

ApprovE&REr Rpi¥FaSe RABA0ALY : B48-BDRSARALE89A000200020004-6



Approve&'#%‘ﬁae%ﬁ'é@oﬁlﬁﬂ&ﬂ: clekidps8e81%3%A000200920004-6
- -8

by : .
v,,Ia Title BExpeunsion
A, Definition

A title oxpansion is the addition of an explanztory woxrd or
group of worde o the originsl title. VWhen thiz addition will provide
& gufficlient gulde to all of the codable contents of the report, 1t
a2y be uned instezd of esn sbstraci.

B Btyle and Puncbuztion

A good expension should show an wadorstending of the intent and
meaning of the original report, should distinguish the importsnt from
the less important, showld reflect and explsin the codes used for
indexing parposes, and should be expressed clearly, concisely, and
orderly.

4 title expanelon is pecessery for & complex subject, multiple
tubjecta; or & subject 8o limited thet 1t cannoi be explajned in &
short bltle. Titles must be axpended if they &xye too brief or too
seneval to sufficlently describe the subject, or aso detailed that they
cbacure the baeic 1dsan,

Additions mey bo mede withio ¢he originel title as well a3 at its end.
Yhoese sdditiops should b2 enclosed in perenthesis. A title expansion
. nsy be & nevspapsr hosdline type of expansion which does not have to be
b d & complete sentence. The ¢losing perenthesie will take the place of
& period even vwhen a complete sentence iz used. The rules for use of
the colon and eemicolon glven earlier for abstracts 2lso apply to title
CXpENBLOnL .

Avold superfluous introductory words such as: »e, cosuents on,
iiat of, ete. If ths expension bocomes too wordy (over 25 words),
it shomld be convertsd to an abatract.

loe extrame caye in writing om & document which 1s a routed copy
since we do not know whet furthsr uae ney be wawvie of the doomeent.

@o  Hbbrovietions
The use of abbrsviationg in %#itle expenalons will follow the seme
penaral rales mentioned under ebstrscts. Abbrevistions may be used if

thelr msaning ie clear for fulure se well as present referenco. When
thera 18 any donbt @8 to elerity, the torme ehould be written in full.

FO-R O-PoFPelalolwAel UsS-E O-N-L-¥
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D. Exmmples of items thut must bo sxplained through & title expansion.

E

1) Wben @ code apecifies two or more subjects, identify which subject STAT
is applicable in & perticular document.

2) When = code is generul, specify or explain lts applicabllity to & gTAT
particular dooument.

3) tben & subject code is used which does not imply the use of & related
axea®, and 1t 18 necessary to show the influonce of a second comtrQTAT
specify the second country in expended title.

L) uhen & document dlscusses missiles, rader, alreraft, shipysrds, or STAT
industriel instellations hy neme, nicknwme, code nams, ox model

muiner, specify these remes or mumbers in a title expansion {i.e.,

5) ¥hen a documsent concerns borders or soundaries and s country is
bordered by wore then cne other country specify the perticulsr arsa
juvolved. Even internel boundaries should be cleerly definsd.

6) Tdsntify personelities when neme alone is glven.
7) Identify political parties, groups end orgenizations by nams.

8) iGentify aveas by neme for urben aree studies, port surveys, and area
hendbooks.

9) Identify all ehips by neme.
10) Identify ell foreign companies by name {i.#., Caltex in Indonesia).

%411 subject codes reguire a code to dsfine the sresz involved. SHome subject
coties imply » second area (mormmmmw) vhich
18 indicated by @ related ares cods, which shows relationship betveen aress
as specified by the subject code, in this case the export code.
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The Fpclosure Expansion

fxpand incomplete or unclear citetions when the addition is applicable

snd makes the encloswre more weaningful. 1t way be more appropriste to

expand the enclosure citation rether then the report title, or it may be
necessary to expand both. When the enclosure informetion is covered in a
title expsnsion it iz not necessary to repeat it again with the enclosure
sotation. The anclosure information will usually be typed following the below
11lustrations wiless the analyst makes an eddition. Each enclosure must be
judged individoally to determine the value of the expansion.

Wnelosure information, when it pertalns to the title, is typed in the
following ways:s

1} 1 encl lp
2% 1 encl bp
3 1 encl 6p

h) L encl Op
5) L1 encl 5p

Speclal Situations
4. Seientific and Technicel Reports

Recause of a lack of specialized scientific training and under-
standing of scientific terms for any elaboration, the document enalyst
i3 not always able to meet the neeas of sclentists for detailad,
informative abstracts. Therefore, use any accoupanying sbstract,
tuble of contents, or subject headings. If none of these #s given, and
+the document is too technical to be understood, it is better not to

prepare an abstract.

. Documents which are never title expeanded.

STAT
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